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New Municipal Clerk Checklist

New Municipal Clerk Checklist

© The training term for state low Janwary 1 of an even-
and runs 3ot yew. ate in — - ~
Wit e Chief In3pectors are required o take & minimum of x hours
of election raining each 2.year term. For new chief inspectors,
© New Municipal Clerks must take the 3-hour municipal cerk (mu-mgmu In thew current term n offce, rker training SU00 oF he 5k hows Sk be the Sureline Chief iapesior
trauning clazs. Training can be taken in-person (s available),
regardiess i there are any tor
Wia live webinar before the Apri and November elections or
® Clerks must take and report & minimum of six Rours of election training each 2-year term. MCT Core pining Table oniine in the WEC Learning Center. Regular election inspectors
Counts for thvee of the six howrs. are required to take s0me type of electon taINNg. but state

1aw Goe3 not pre=cribe an hourly requirement or curriculum.
Clerks track the training taken by their election workers.

* Clerks must report their
-mum-ww-nnuv-v--qmnw«va.mm-«mmwmn

brker coverage for | Determine if you have sufficient election worker coverage for

the upcoming election:. f you do not,pleaze refer to fection
Detalty Worker Recrutment 10 7ug@estions and best practices.
1 any clerk contact information has changed, complete ot
the EL362 and bt 10 the WEC MelpOesk. Ifthis
O Repot Gl wee | mtormation s ' wil relect incorrecty on The Eection Day Manus (revized October 2018) s zued to
MyVote and clrks may not receive important eormation ions of lection | new chiet inzpectors when they take the Sazene diaz: and
from the WEC rectraton “hould be avaiable ot the poRng place on Election Day. The
manal covers the election day dutie: of hief :pectors, pod
workers and other lection offcat:

MCT Core is avallable online in the WEC Learning
Center. Clerks must contact the Elections Help Desk ks

O Take and report the 3-hour Municpat
. o abtain a user name and pazsword for the

The Election Admintstration Manual (revised July 2016) iz
Clesk Core Training

Learning Center and instructions to access the MCT Core fi.Order Form 155060 t0 Rew MUNKCIpH clerks when they take the MCT Core
" 2 e clazz and covers thew dutie: before. during and after an
etection.

Clerks need to report all of thew election training to the

et The WEC aiz0 has several subject-specific manua

Absentes Voting i Residente Core Fociie, Recas for Loca
and Counting Votes agency

1 you are unsure, verity with your county clerk #f they provide website.
Your murscipality wth WisVote election system
O if required, take WisVote Training services. You may be a reler on the county, a sel.
- Sevkas You oy be o eler on e amesy & 2 ies | The Comeref Bocion s o vesese oot er dosion
Wisote Training information ebze offcats to reference throughout the election cycie. The
two users. WEVote training is av
onting in the WEC Loorming Center, Training for ull 800ess i Calendar & available in mtiple ormats and INStrucbons for
appeumdmately 6 hours in agth. Training for duts entry only & flaction Events | importing the Excel calendar into a Microzoft Outiook calendar
appronmately 2 hours in length. e posted b k.
Security Awareness Traming 15 avaiabie in the WEC Learning
© Security Awareness Training &5 required | Center and consists of six videos which run about 1.5 hours. Fommunications 90€ contains recent communicatons from the WEC to
ofan Y phisning facts and and news from | Wisconsin's county and municipal dlerks. The it i
for all municipal clerks 5 Nigh priorty, timely
@) rvams o et e ans
Hlection Security Awareness DD~ who uses a computer for work or home. praains recerve emad reminders to check the ste penodically for
updates.
2020 election

The new schedules or the ive webinar broadcasts will be

https://elections.wi. qov/clerks/educatlon-tralnmq/new clerk-checklist

New Municipal Clerk Checklist



EL-362: Clerk Contact Update Form

EL-362 WisVote Clerk/Deputy Contact Information Update Form

Please complete the form below for your municipality, if the only update you have is the name of the clerk
and/or deputy please continue to fill out the rest of the form and return it to the Wisconsin Elections

C as soon as p ble. The you provide will be updated in WisVote then posted to the
Wi Elections C ission website and used for MyVote scarches. If nothing has changed per the
Clerks Directory on https://clections.wi.gov and/or the MyVote website you do not have to fill out the
form.

If you have questions, please contact the W Elections C; Help Desk at (608) 261-2028 or at
clections@wi.gov.

Thank you in advance for your continued cooperation.

County(ies)

Select City, Town or Village ‘
Municipality Name

Clerk Name

Clerk Email (needed for MyVote Notifications)

Deputy Clerk Name

Deputy Clerk Email

Municipality Hall Address (not mailing address)

Municipanity Hall Address (not mailing address)

https://elections.wi.gov/forms

EL-362 Clerk Contact Form



Elections Commission Website

WISCONSIN ELECTIONS COMMISSION

Administering Wisconsin's Election Laws

Home Voters Elections Candidates About Us Clerks

Search
Polls will be open from pm
Resources Voter Registration Deadlines:

November 3, 2020 General Election

n November 3, 2020.

Calendar

* October 14, 2020 - The dea rked)
Complaints * October 30, 2020 at 5pm - Th

ter at your polling place on Ek

ed location.

* Youcan

Contact U

FAQ: line bere or by printing off this form and

Register to vote

Forms
e Absentee By-mail Deadlines:
= nd oversess voters
confined voters and military voters (ot on active duty).

News and Notices
Pubic Record:
Publication

Statistics

Training

Upcoming Elections

2020 General Election November 3, 2020 7:00 COVID-19: Important Information The Partisan Primary Was August 11, 2020

AM - 8:00 PM
11/03/2020 Wisconsin's Partisan Primary was Tuesday, August 11

Click here to learn about the Wisconsin Elections Commission
and local election officials' response to COVID-19. Unofficial Election Results are available from Wisconsin County

http://elections.wi.gov

Elections Commission Website



COVID-19: Important
Information

WISCONSIN ELECTIONS COMMISSION

Admirwstering Wesconsin's Election Laws.

Home Votes Elections Candidates AboutUs Clerks

COVID-19 Information For Voters And Election Officials
Wisconsin Elections And Coronavirus COVID-19

directtoa
News e N
®
Election Day COVID-19 Materials
Attachment Ste
Election Day Chacklis FIX
Upcoming Elections
General Eection November 3. 2020 7:00 AM - 800 PM
Ploase read more about face coverings In our FAQ document here: General Poll Worker Training
hitps: elections.wi gov /node, 6981 These traiziagsarefor a2 election inspactor and contain atica. A% are avable

http://elections.wi.gov/covid-19

COVID-19: Important Information



WISCONSIN ELECTIONS COMMISSION

Adminestering Wisconsin's £

Joction Laws.

Candidat: Clerks
Recent Clerk
Communications

2020 Wisconsin Elec!

Education/Training

Spring Primary - February JSRNSTRRENTITIeY

Spring Election and Prosiddill i 7, 2020
Guidance on Election

Partisan Primary - August 1RSSR

General and Presidential E

Contact Legal Resources

Redistricting
Information

inars

WisVote System
5 sl 2R (SVRS)

This page b Directory of
i Wisconsin Clerks

Read more

ne Election and Wisconsin Elections Commission September 2019
ference Primary

Meeting

Time: Toe, 09/24/2019 - 10:00

Recent Clerk Communications

Voter Information

BRING IT I

all elections BALLOT
and visit the Bring It to the Ballot website.

Free State ID Cards for People without Birth Certificates

Answ

and much

Our Commitment to Election Integrity

Learn about v « and local election officials are doing to protect the integrity of

voting in Wiscon

https://elections.wi.gov/clerks/recent-communications

Recent Clerk Communications




s Flects ~ P Calend

C
November 2019

Spring Primary

February 18, 2020
Primary and Spring Election
cl Partisan Primary — August 11, 2020
General Election — November 3, 2020

April 7, 2020

*Note:
o

of Electi
January 2021

If & deadline falls on a Saturday where you do not have regular office hours, a
wWlline s moved 1o the next secular day. Wis. Stat. § 990.001(4). Sce Wis. Stat. § 995.20 for a list of legal holidays.

Events

Sunday. or a State legal holiday, the

cction events that have variable or non-specific deadline dates are indicated by a dash (-). please see the statute column for

Resources

Statute

ptices and proofs of publication from the November 6, 2018
ection may be destro

7.23(1)() — One year afler the date of the election

Elections Commission sends Type A notice of Spring.

inspectors and special voting deputies to municipalitics.

| Feby 20, 2020, as well as the Presidential Preference 10.01(1). 2Xa). 10.06(1)(@) ~November 15
Complaints d Spring Election on April 3, 2020, to county clerks.
rks publish Type A notice of Spring Primary, Presidential 10.01(2)(8). 10.06(2)(@a) — 4* Tuesday of
ContactUs Primary. and Spring Elcction. Nove:
26 Municipal clerks publish Type A notice of local Spring Primary, 10.01(2)(a), 10.06(3Xa), (4)(a) — 4* Tuesday of
Presidential Preference Primary. and Spring Election. Noven
30 Deadline for political parties to submit list of nominees for clection BTSN T IOONDI (D Feveniiar 30

December 2019

Statute

First day for candidates to circulate nomination papers for the 2020
Spring Election.

8.05(3)a). (4)(b). 8.10(2)(a) — December 1

1 First day for town or village governing body to sct a date for caucus.

8.05(1)a) — between December 1 and January 1

Municipal clerks certify the approximate number of electors in the

5.66(1) — 1* day of the 2™ month preceding a

Primary to WE!

municipality to county clerks. primary
1 Deadline for electors of a village to petition for a primary. 8.11(1m)c) — December 1
- Deadtine (3:00 p.m.) for eligible political partics o cert 8.12(1)(a) — Second T —

https://elections.wi.gov/publications/2020-election-events-calendar

Calendar of Election Events




WISCONSIN ELECTIONS COMMISSION

Adminestoning Wiscor

Joction Laws.

Candidate About Us Clerks

Recent Clerk
~ommunications

¢
2020 Wisconsin ElecQiiiaeitaty ernrey)

Spring Primary - February N SINSTRRENTTISY

Spring Election and Prosiddiil i 7, 2020
Guidance on Election

Partisan Primary - August 1RSSR,

General and Presidential E
Legal Resources

Redistricting
oxal Re - Information

Webinars

WisVote System
(SVRS)

Directory of
Wisconsin Clerks

g Primary

2020 Sorine Election and Wisconsin Elections Commission September 2019
Presidential Preference vy

o4/o - Meeting

2020 Partisan Primary

08/11/2020 Time: Toe, 09/24/2019 - 10:00

Read more
Upcoming Elections

Education/Training

Voter Information

MyVote Wisconsin Website

bole

BRING IT
" 20 D to receive a ballot for
Learn more about photo ID and voting here. BALLOT

and visit the Bring It to the Ballot website.

Free State ID Cards for People without Birth Certificates

Our Commitment to Election Integrity

1 officials are

ng in Wisec

https://elections.wi.gov/clerks/education-training

Education/Training Page




Education/Training Links

A A WISCONSIN ELECTIONS COMMISSION
i i

Administering Wisconsin's Electon Laws

Home Voters Elections Candidstes AboutUs  Clerks

Education/Training

Resources

Training Schedule
New Clerk Checklist

Baseline Chief Inspector Training
Chief Election Inspectors

Clerk-Trainer Program

Statiss Election Inspectors (Poll Workers) Training
Trarieg Election Observers
High School Election Inspectors (poll workers)

Upcoming Elections Municipal Clerks - Clerk Training Report for 2018-2019 term posted!

0 General Election November 3, 2020 7:00 AM - §:00 PM Manuals and Webinar Order Forms

Online Election Management Links

http://elections.wi.gov/clerks/education-training

10

Education/Training Links

10



Training Requirements @(
» Municipal Clerks

» Must be certified!
Complete 3-hour Online Municipal Clerk Core Training

Maintain certification by earning at least 6 hours of
election training each term

Current training term for clerks is 2020-2021

> Municipal Clerk must report their training to the WEC
for tracking purposes

> All election officials operate in the same training term for
training purposes (01/01/even — 12/31/odd)

& g

Training Requirements for Municipal Clerks

11



Training Requirements QE)(
» Chief Election Inspectors

» Run the polling place on Election Day

» Must be certified!

> Attend initial 2-3-hour Baseline Chief Inspector
Training class, online or in person

- Maintain certification by earning 6 hours of election
training each term
Current term is 2020-2021
> Municipal Clerk must track the training received by
Il of their election workers each 2-year term

Training Requirements for Chief Inspectors

12



Training Requirements QE(

» Regular Election Inspectors (poll workers), EROs,
SVDs: State law requires these types of election
officials to receive some type of election training
every two years, but there is no hourly requirement

» All election workers were appointed by the governing
body in December 2019 for the 2020-2021 term
- Clerks may appoint to fill vacancies for an election

- Clerks may work at the polls on Election Day if they are
not on the ballot

» Clerks may use any election webinar that certifies

. chief inspectors for regular election inspector training

Training Requirements for Election Inspectors, EROs and SVDs

13



Baseline CIT Class (WEC)

WISCONSIN ELECTIONS COMMISSION

Administering Wisconsin's Election Laws

Home Voters Elections Candidates AboutUs  Clerks

[Basellne Chief Inspector Training Page]
Introduction To Online Baseline Chief Inspector Training
R

NOTE: Due to the recent 7th District Circuit Court decision, residency for voting purposes has been changed from 10 days to 28 days. University, college
and tech college students do not have to provide proof of enrollment if their school ID is not expired. They do have to provide a proof of enrollment

document f the school ID i expired.

Training

Upcoming Elections

2020 General Election November 3, 2020 7:00 AM
8:00 PM Publications - CIT-Training Videos

https://elections.wi.gov/clerks/education-training/baseline-cit

Baseline CIT Class on WEC website



Main menu

P00 0000 O®O

«h Navigation

Home

The Learning Center

Wisconsin Election Training - TLC

ZOOM TO 80% FOR PROPER EDGE, CHROME OR FIREFOX VIEWING. "

Welcome to The Learning Center (TLC)

© WisVote User Manual

The Learning Center (TAC) Curriculum

Welcome Chief Inspectors - click to begin Baseline Chief Inspector Training (Baseline CIT).

*Security Awareness Series - click Securing WisVote,
@ NEW & UPDATED WISVOTE VIDEOS ...click for more info
@ WISVOTE VIDEOS NOW HAVE BADGES! ...click for more info

@ WEBINARS: KEY TERMS - SEARCH TOPICS

MCT Core Curriculum Baseline CIT Security Awareness

https://electiontraining.wi.gov

15

The Learning Center

15



Baseline CIT Training

@ Baseline CIT

L . ® = - &7 . 3 rede blocks

& Navigation -
Baseline Chief Inspector Training (Baseline CIT)

-

LY
oee
[9 Announcements
Section 1: General Information
See awarded b

N\

https://electiontraining.wi.gov

16

Baseline Chief Inspector Training in TLC

16



MCT Core Training

«h Navigation
MCT Core Curriculum

v Home
@ Dashboard
> Site pages

v My courses

CT Core

ai

v MCT Core

> Participants
0 Bad

> MCT Core Curriculum

Bank and Credit Card Statements as Proof of Residence

PLEASE NOTE WINDOWS' EDGE, CHROME & FIREFOX MAY NEED TO BE RESIZED...

> Candidates
> Election Notice:

Saction Hotices @ MCT Core Online Communications
> Ballots

@ McT classroom Presentation 2018-2019

> Electors
> Election Officials @ MCT certification Form
> Voting Equipment @ »introduction to MCT Core Online (S mins)
>

= LEARNING BEGINS HERE

https://electiontraining.wi.gov

17

Municipal Clerk Core Training

17



Elections Security Training

@ Election Security Awareness

® Home @ Dasnmoars 0 Evenss @ MyCouser & Thacourse

> > Mycourses ecuning WisVote Seres acure

& Navigation

Security Awareness

THE VIDEOS PROPERLY.

LEARNING BEGINS HERE

0.. >

https://electiontraining.wi.gov

PLEASE USE INTERNET EXPLORER AS YOUR BROWSER (Unless you have Windows 10, then use EDGE),

CHROME MAY NOT PLAY

18

Elections Security Training

18



Additional Resources QE(

Poll Worker Training Agendas:

v

EA/WisVote Training Webinars:

v

» Election Administration Manual (under revision)

» Election Day Manual (under revision)

» Manuals and Webinars Order Form

Quassiry Item Dexcription UnitCost | Total
By Mail Cost
Electios Adminiszratios Masual for Wisconsia Municipal Clacks 2e4
(Rev. 102016) 5% 1$0.00
Electica Day Mazmal for Wisconsia Election Officials (Rev. 102018) s00 ($0.00
Electios Adminiszration Training Webiaar Series (972015 = osder date®) "
*mchades all webimars o &t nage . 5000
Teal 1$0.00
sober 201

Additional Resources



Other Web Applications

Online Election Management Links

£ QWIS
Svorg  CRMIEY Canvass

> l/ \DGER
% | Learning Center V()tcrq

Eine

http://elections.wi.gov/clerks

Nu

20

Other Web Applications

20



Questions?

.

Questions?

21



Questions?

Thank You!

Email: elections@wi.qov

Thank you!

Elections Helpdesk: 608-261-2028

22



